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CITY OF ANNAPOLIS
RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

1.

2.

3.

4.

5.

6.

7.

OFFICE OF FINANCE

Description

General Correspondence

Original incoming letters, copies of outgoing
letters, memoranda, studies, reports, directives,
policies, and other materials related to the
administration of the agency.

Books of Final Entry - General Ledgers.

Audit Reports.

Journal Vouchers.

Daily Cash Receipts - Reports.

Paid Tax Bill Receipts.

License and Permit Receipts.

Schedule No.

Division:
ACCOUNTING

Retention

Screen annually and destroy material that
is no longer needed for current business.
Retain permanently any material that
serves to document the origin,
development, and accomplishments of
the office. Transfer periodically to the
Maryland State Archives.

Permanent. Transfer periodically to the
Maryland State Archives.

Permanent. Transfer periodically to the
Maryland State Archives.

Retain for three years, then destroy.

Retain for three years or until audited,
then destroy.

Retain for three years or until audited,
then destroy.

Retain for three years or until audited,
then destroy.

<M/LX£J/A
Departi

P
Date

City Clerk Da*

APR 2 7 2000

Schedule Approved by State Archivist Date
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CITY OF ANNAPOLIS
RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

OFFICE OF FINANCE

Description

Paid Bonds and Coupons.

Paid Bills and Invoices.

Check Registers.

Payroll Registers.

Bank Books, Statements, and Deposit
Receipts.

Copies of W-2's.

Canceled Checks.

Time Sheets.

Utility Billing Records, (Water, Sewer and
Refuse).

Traffic Violation Control Sheets

Collection of computer printout sheets for each
day of the month/year on tickets paid, tickets
adjusted, tickets written and tickets going to
court.

Schedule No.

ra- ids'
Division:
ACCOUNTING

Retention

Retain for three years or until audited,
then destroy.

Retain for three years or until audited,
then destroy.

Retain for three years or until audited,
then destroy.

Retain for five years or until audited,
then destroy.

Retain for three years or until audited,
then destroy.

Retain for five years or until audited,
then destroy.

Retain for three years or until audited,
then destroy.

Retain for three years or until audited,
then destroy.

Retain for three years or until audited,
then destroy.

Retain for three years or until audited,
then destroy.
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CITY OF ANNAPOLIS
RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

18.

19.

OFFICE OF FINANCE

Description

Parking Tickets

Handwritten tickets that are filed for court
reference or for complaint purposes.

Residential Parking Permits

Application forms with information on permit
numbers for reference and for complaint
purposes.

Schedule No.

Division:
ACCOUNTING

Retention

Retain for three years or until audited,
then destroy.

Retain for one year, then destroy.



' Instructions - Prepare a separate form
for each new or revised record series.

1. Department

FINANCE

CITY OF ANNAPOLIS
Records Management Program

2. Division

ACCOUNTING

RECORDS INVENTORY

PAGE / OF IU

3. Unit

DEFINITION - RECORD SERIES -A uroup of rebted records normally filed and usi-d us a unit for reference, us well us retention and
disposition purposes.

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year
to

6. Record Series Description (Brielly describe the types of iiifoi-mation/docuniciits/fomis found in the series. Include the purpose or function
of the series.

Books of F i n a l Entry - Genera l L e d g e r s

7. Record Scries Format(s)

IS Letter Size a Micro Film
8.Legal Size a Computer Tape
Q Bound Book a Floppy Disk
a Audio Tape O Video Tape
a. Other (Specify) /S * ^

8. Record Series Si

a Alphabetical

R Numerical

X Chronological

C Geographical

D Other (Specify)

:(|uence

11. File is Used

P Daily a Weekly a Monthly

13. Current Location**) (Bld«. Floor. Room)
CURRENT - FINANCE DEPT,ROOM 101
PRIOR - BASEMENT STORAGE AREA

15. Access Restrictions a Yes JtNo
(If yes, cite law(s) «£c regulations)

17. Is an index system used'.' (If yes explain briefly and
dexcrihe any hardware/software.)
a Yes XNo

9. Volume

Number

X Fi le D rawe rt s) / ff\
a Microfilm Reel(s)
• Computer Tape(s)
D Other (Snecifv)

11). Annual Accumulation

Number
54 File Drawens) |
a Microfilm Rcel(s)
• Computer Tape(s)
a Other (Snecifv)

12. File Becomes Inactive After

KJ[A a Month(s) a Year(s)
Number

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
X.No a Yes

16. Auiiit Requirements

a None 0 State O Federal ^Independent

IS. Recommended Retention

PERMANENT

19. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 4 1 0 - 2 6 3 - 7 9 5 2 21. Date 09/11/96
M 'AVPDATA Kkr-UKC'N>r(JKM ISV



Instructions - Prepare a separate form

for each new or revised record .series.

1. Department

FINANCE

CJTY OF ANNAPOLIS
Records Management Program

2. Division

ACCOUNTING

DEFINITION - RECORD SERIES -A »roup of related records normally filed ;mU used us
disposition purposes.

4. Record Series Title

Accounting

6. Record Series Description (Brielly describe
of the series.

Records

the types of iiifonnutiou/documents/fornis found

RECORDS INVENTORY

PAGE 3~_ OF \lr

3. Unit

a unit for reference us well us retention a nil

5. Earliest Year/Latest Year
to

n the series. Inciude the purpose or function

Audit Reports

7. Record Scries Format(s)

• Letter Size a Micro Film
O Legal Size a Computer Tape
V Bound Book a Floppy Disk
• Audio Tape O Video Tape
a Other (Specify)

8. Record Series Sequence

a Alphabetical

• Numerical

C Geographical

• Other (Specify)

9. Volume

Number

ile Drawer(x)_
a Microfilm Reel(s)_
a Computer Tape(s)_
Q Other (Specify)

11). Annual Accumulation

Number
^.File Drawer!s) . O S
Q Microfilm Rcel(s)
a Computer Tape(s)_
Q Other (Specify)

11. File is Used

* Daiiv Q Weekly Q Monthly

12. File Becomes Inactive After

Q Month(s)Ki/ft
Number

a Year(s)

13. Current Location(s) (Bid*;. Floor. Room)
CURRENT - FINANCE DEPT,ROOM 101
PRIOR - BASEMENT STORAGE AREA'

14. Is Record Series Duplicated Elsewhere.'
(If yes. specify office j

a Y e s . • • .

15. Access Restrictions a Yes
(If yes, cite law(.s) & regulations)

X N o 16. Audit Requirements

Q None a State Q Federal ^Independent

17. Is an index system used'.' (If yes explain brieliv ami
dexcrihe any hardware/software.)
a Yes

IN. Recommended Retention

PERMANENT

19. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 4 1 0 - 2 6 3 - 7 9 5 2 21. Date 09_/HZ°fi_
H -AVPDATA KfcOJRr.lS'.FURM INV



Instructions - Prepare a separate form
for each new or revised record .series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

DEFINITION - RECORD SERIES --A-»roup <>f related records normally filed and used as a unit lor reference as well as retention and
disposition purposes.

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year

m a to

6. Record Series Description (Briefly describe the types uf infoniiation/ducuments/fornis found in the series. Include the purpose or function
of the series.

Journal Vouchers

7. Record Scries Format(s)

KJLctter Size a Micro Film
'ALegai Size a Computer Tape
a Bound Book a Floppy Disk
• Audio Tape a Video Tape
XOther(Specify) 11 x )~?

8. Record Series Sequence

Q Alphabetical

^Numerical

{^Chronological

O Geographical

a Other (Specify)

9. Volume

IC Drawer(s)_

Number

\o
a Microfilm Reel(!t)_
O Computer Tape(s)_
Q Other (Specify)

10. Annual Accumulation

Number
Jt^File Druwcr(s)
a Microfilm Reel(s)_
a Computer Tape(s)_
Q Other (Specify)

11. Filets Used

RDaiiv a Weekly Q Monthly

12. File Becomes Inactive After

•J 0 Month(s)
Number

JSLYear(.s)

13. Current Location(s) (Blilii- Floor. Room)
CURRENT - FINANCE DEPT,R00M 101
PRIOR - BASEMENT STORAGE AREA

14. is Record Scries Duplicated Elsewhere.'
(If yet. specify office;

a Yes

15. Access Restrictions • Yes
(If yes. cite law(s) & regulations)

KNo 16. Audit Requirements

a None CState Q Federal ^Independent

7. Is an index system used? (If yes explain briefly :ind
describe any harihvare/sofnvare.)
Q Yes

IS. Kecomuiended Retention

5 YEARS

9. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

0. Telephone Number 4 1 0 - 2 6 3 - 7 9 5 2 21. Date p q / 1 1 /Qfi
'I AVPnATA RrXOHriS'.KORM INV



Instructions - Prepare a separate form |
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF Ik.
1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

DEFINITION - RECORD SERIES - A iiioup of a-luti-il records norntuilv tiled and used us u unit for reference as well us retention and
disposition purposes.

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year
^ 1 to

6. Record Series Description (Brielly describe the types of mfomiution/docuniciits/forms found in the series. Include the purpose or function
of the series.

Daily Cash Receipts - Reports

7. Record Scries Format(s)

KJLctter Size • Micro Film
• Legal Size G Computer Tape
Q Bound Book • Floppy Disk
• Audio Tape O Video Tape
a Other (Specify)

8. Record Scries Sequence

a Alphabetical

a Numerical

• Geographical

Q Other (Specify)

9. Volume

Number

ile Drawens)
a Microfilm Reel(s)_
Q Computer Tape(s)_
Q Other (Specify)

11). Annual Accumulation

ile Draweris)
Number
/O

a Microfilm Reel(.s)_
a Computer Tape(s)_
O Other (Specify)

11. File is Used

VLDailv a Weekly a Monthly

12. File Becomes Inactive After

.J a Montli(s)
Number

&Year(.s)

13. Current Lucation(s) (Bldu. Floor. Room)
CURRENT - FINANCE DEPT,ROOM 101
PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere.'
(If yes, .specify office;

Q Yes

15. Access Restrictions • Yes
(If yes. cite law(s) & regulations)

KNn 16. Audit Re«|uirements

Q [None G State Q Federal ^Independent

17. Is an index system used? (If yes explain briefly and
dexcrioc any hardwure/Noftwarc.)
Q Yes

IS. Kecouimended Retention

5 YEARS

19. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 4 1 0 - 2 6 3 - 7 9 5 2 21. Date QQ/1 1
Ki-ClJXriS.fi)KM ISV



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE 5 OF lip

1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

DEFINITION • RECORD SERIES - Ajiioup of related ivctiids normally filed aiiti usi-d us a unit lor reference as well as retention and
disposition purposes.

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year

m a to

6. Record Series Description (Brielly describe the types of iiifomiation/documeuts/forms found in the series. Include the purpose or function
of the series.

Paid Tax Bill Receipts

7. Record Scries Format(s)

Q Letter Size • Micro Film
II Legal Size a Computer Tape
a Bound Book Q Floppy Disk
a Audio Tape O Video Tape
K Other (Specify) _ 2 i l _ £ _ V l _

8. Record Series Sequence

a Alpiialietical

a Numerical

^Chronological

C Cuu<>r:ipiiical

• Other (Specify)

9. Volume

Number

Drawer)*) 3>
a Microfilm Reel(s)_
D Computer Tape(s)_
D Other (Specify)

10. Annual Accumulation

Number
X.Filc D rawer) s)
a Microfilm Reel(s)_
a Computer Tape(s)_
Q Other (Specify)

1/

11. File is Used

giDaiiv D Weekly a Monthly

12. File Becomes Inactive After

3 a Month(s)
Number

13. Current Location(s) (BUJ«. Fl<»«r. Room)
CURRENT - FINANCE DEPT,ROOM 101
PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere?
(If yes. specify office;

Q Yes

15. Access Restrictions • Yes
(If yes, cite law(s) & regulations)

KNo 16. Audit Rei|uirements

a None a State Q Federal (^Independent

17. Is an index system used? (If yes explain hrietly .mil
describe any hanlware/sofnvare.)
a Yes JtNo

IM. Kcconimeniled Retention

5 YEARS

9. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 410-263-7952 21. Date Q Q / 1 1 /Qfi



Instructions - Prepare a separate form |
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE (p OF (U

1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

DEFINITION • RECORD SERIES - Aj;roup ol relutvd records iKirmallv tiled ami used as u unit for reference as well us retention and
disposition purposes.

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year
/ 9 ? ^ to
113 (^

6. Record Series Description (Briefly describe the types ol iiil'onnation/ducunients/loi-ms found in the series. Include the purpose or function
of the series.

License & Permit Receipts

7. Record Scries Format(s)

R Letter Size • Micro Film
Q Legal Size Q Computer Tape
a Bound Book a Floppy Disk
O Audio Tape Q Video Tape
Bl Other (Specify) 5"" O "

8. Record Series Sequence

O Alphabetical

Q Numerical

X Chronological

C Geographical

Q Other (Specify)

•>. Volume

Number

Drawer!s) UOl
a Microfilm Reel(s)_
Q Computer Tape(s)_
• Other (Specify)

V. ffr a iiiTX

10. Annual Accumulation

Number
T23 File D rawen s) lM/ ft
a Microlllm Reel(s)_
a Computer Tape(s)_
a Other (Specify)

11. File is Used

&Daiiv Q Weeklv Q Montblv

12. File Becomes Inactive After

„) a Month(s)
Number

A Year(s)

13. Current Location*s) (Bhl-i- Floor. Room)
CURRENT - FINANCE DEPT,R00M 101
PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office;

a Yes

15. Access Restrictions a Yes
(If yes. cite law(s) >& regulations)

16. Autlit Rci|uirements

a None D State Q Federal ^'"dependent

7. Is an index system used'.' (If yes explain hrielly iiul
describe any hard\vare/soft>vare.)
Q Yes

IS. Kecommetiiied Retention

5 YEARS

!). Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 410-263-7952 21. Date pq/1 1 /of.
• WPnATA KEOjXriS'.FOKM I.SV



Instructions - Prepare a .separate form
for each new or revised record series.

1. Department

FINANCE

CITY OF ANNAPOLIS
Records Management Program

i

2. Division

ACCOUNTING

RECORDS INVENTORY

PAGE n OF \io

3. Unit

DEFINITION - RECORD SERIES - Ajiroup ul ivl:ilet] ircurds normally filed mid used us a unit lor reference as well as retention und
disposition purposes.

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year
/ <? 1 QL to

6. Record Series Description (Brieliy describe the types of iiilorm;itioii;docuniciits/lomis found in the series. Include the purpose or function
of the series.

P a i d Bonds & Coupons

7. Record Scries Format(s)

UT Letter Size • Micro Film
Q Legal Size Q Computer Tape
Q Bound Book a Floppy Disk
Q Audio Tape a Video Tape
Q Other (Snecifv)

8. Record Series Si

Q Alphabetical

• Numerical

^-Chronological

C Geographical

Q Other (Specify)

.*(|uence

11. File is Used

& Daily a Weekly a Monthly

13. Current Locution!s) (Bld<;. Floor, Room)
CURRENT - FINANCE DEPT,ROOM 101
PRIOR - BASEMENT STORAGE AREA

15. Access Restrictions O Yes Jt.No
(If yes, cite law(<0 & regulations)

17. Is an index system used'.' (If yes explain briefly ;mii
describe anv hardware/software.)
a Yes XNo

9. Volume

Numher

K. File Drawer!s) j
a Microfilm Reel(.t)
a Computer Tapeis)
D Other I Specify)

ill. Annual Accumulation

Numher
•K File Drawens) ^Y*)
O Microllim ReeUs)
• Computer Tape(s)
Q Other (Specify)

12. File Becomes Inactive After

J ^ • Month(s) &Year(s)
Numlier

14. Is Record Series Duplicated Elsewhere.'
(If yes, specify office)
J^N.i a Yes

16. Audit Requirements

a Mi.ne a State Q Federal ^Independent

IS. Keconimendeii Retention

5 YEARS

V). Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Numlier 410-263-7952 21. Date nq/1 1 /Pfi
•AVPDATA i'.K''.'URriS'.F<JRM INV



Instructions - Prepare a .separate form
for each new or revised record .series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

DEFINITION - RECORD SERIES -'Ajroup til related records normally tiled :uid used as u unit lor reference as well as retention and
disposition purposes.

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year

13 9 D. to

6. Record Series Description (Briefly describe the types of in formation/documents/forms found in the series. Include the purpose or function
of the series.

Paid Bills & Invoices

7. Record Scries Fortnat(s)

XL«:tter Size a Micro Film
a Legal Size • Computer Tape
• Bound Book • Floppy Disk
a Audio Tape O Video Tape
D Other (Specify)

8. Record Scries Sequence

& Alphabetical

O Numerical

K Chronological

C Geographical

O Other (Specify)

9. Volume

fit File Drawens)

Number

a Microfilm Reel(s)
a Computer Tape(s)
Q Other (Specify)

10. Annual Accumulation

Number
X File Drawens)
D Microfilm Recl(s)_
D Computer Tape(s)_
a Other (Specify)

11. File is Used

DID ail v D VVeeklv a Monthly

12. File Becomes Inactive After

J O Month(s)
Number

&Yeur(.s)

13. Current Location!s) (Bld«. Floor. Room)
CURRENT - FINANCE DEPT,RQ0M 101
PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere'.'
(If yes, specify office;

Q Yes

15. Access Restrictions a Yes
(If yes. cite la\v(s) <& regulations)

KNo 16. Audit Requirements

Q None G State Q Federal ^Independent

7. Is an index system used'.' (If yes explain brielly
describe any hardware/software.)
Q Yes >tNo

IN. Kccommendcd Retention

5 YEARS

9. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 4 1 0 - 2 6 3 - 7 9 5 2 21. Date Q 9 / H / 9 5 _



Instructions - Prepare a .separate form
for each new or revised record scries.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

DEFINITION - RECORD SERIES --A_»roup of related records normally filed ;md used as a unit for reference as well as retention and
disposition purposes.

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year
n 1 ^ to

6. Record Series Description (Briefly describe the types ol iiilonnaiion/documcnts/lorms found in the series. Include the purpose or function
of the series.

Check Registers

7. Record Scries Format(s)

X Let te r Size Q Micro Film
H,Le«ai Size D Computer Tape
a Bound Book G Floppy Disk
Q Audio Tape O Video Tape
D Othe r (Specify)

H. Record Series Sequence

• Alphabetical

O Numerical

$t-Clirnilnln<>ic:il

C Geographical

Q Other (Specify)

9. Volume

ULFile Drawer(s)

Number

a Microfilm Reel(s)_
O Computer Tape(s)_
D Other (Specify)

10. Annual Accumulation

AFi lc Drawen s)
a Microfilm Reel(s)_
a Computer Tape(s)_
Q Other (Specify)

11. File is Used

DBLDailv a Weekiv a Monthlv

12. File Becomes inactive After

. J C Month(s)
Number

13. Current Location(.s) (BU1«. Floor. Room)
CURRENT - FINANCE DEPT,ROOM 101
PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere?
(If yes. specify 'office;

a Yes

15. Access Restrictions a Yes
(If yes. cite law(s) Jit regulations)

RNo 16. Audit Requirements

Q None Q State Q Federal ^Independent

17. Is an index system used? (If yes explain briefly .mil
describe any hardware/software.)
a Yes

IX. Recommended Retention

5 YEARS

19. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 410-263-7952 21. Date nQ/1 1 /Qfi
AVPOATA KSO



Instructions - Prepare a separate form
for each new or revised record scries.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE 10 OF / In

1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

DEFINITION • RECORD SERIES --Ajjroup of tdiiti'd records normally filed mid usi-U us a unit for reference us well us retention und
disposition purposes.

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year

6. Record Series Description (Brielly describe the types of iiifornuition/documciits/foi-nis found in the series, include the purpose or function
of the series.

Payroll Registers

7. Record Scries Format(s)

51 Letter Size a Micro Film
& Legal Size a Computer Tape
a Bound Book a Floppy Disk
a Audio Tape a Video Tape
a Other (Specify)

8. Record Series Sequence

Q Alphabetical

Q Numerical

$C.C!irnnnio<;ical

a Geographical

a Other (Specify)

9. Volume

Number

ilc Drawer(s) <r
a Microfilm Rcel(s)_
Q Computer Tape(s)_
a Other (Specify)

10. Annual Accumulation

B-File Drawer! .<)
Number

D Microfilm Reel(s)_
Q Computer Tape(s)_
D Other (Specify)

11. File is Used

DSLDaiiv Q Weeklv a Monthly

12. File Becomes Inactive After

.5 O Month(s)
Number

RYear(s)

13. Current Location! s) (Bid". Floor. Room)
CURRENT - FINANCE DEPT,R00M 101
PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office;

Q Yes

15. Access Restrictions a Yes
(If yes. cite law(s) •& regulations)

16. Audit Requirements

• None C State O Federal ^Independent

17. Is an index system used'.' (If yes explain briolly ;iml
dexcrihe any hardwarcsoftware.)
a Yes

IN. Recommended Retention

5 YEARS

19. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 4 1 0 - 2 6 3 - 7 9 5 2 21. Date QQ/1 i /gp,
M-AVPDATA y.EOjKr>S'<l-°l<KM I.S



Instructions - Prepare a separate form j
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE / / OF /L>

1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

DEFINITION - RECORD SERIES - A.»roup of related records normally filed ;md used as a unit lor reference as well as retention and
disposition purposes.

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year
1 < \ to

6. Record Series Description (Briefly describe the types of inforniation/docunieius/fomis found in the series. Include the purpose or function
of the series.

Bank Books, Statements, & Deposit Receipts

7. Record Scries Format(s)

"^Letter Size O Micro Film
• Legal Size Q Computer Tape
a Bound Book a Floppy Disk
a Audio Tape C Video Tape
• Other (Specify)

8. Record Series Sequence

.^Alphabetical

a Numerical

^Chronological

O Geographical

a Other (Specify)

9. Volume

A File Drawer(s)_

Number

a Microfilm Reel(s)_
• Computer T;ipe(s)_
a Other (Specify)

1(1. Annual Accumulation

Number
LFile Drawer!»)

a Microfilm Reel(s)_
a Computer Tape(s)_
a Other (Specify)

11. File is Used

BLDailv Q Weeklv Q Monthlv

12. File Becomes Inactive After

• j a Month(s)
Number

&Year(s)

13. Current Location(s) (Bld<>. Floor. Room)
CURRENT - FINANCE DEPT,ROOM 101
PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere?
(If yes. specify office;

a Yes

15. Access Restrictions a Yes
(If yes. cite la\v(s) & regulations)

16. Audit Requirements

a None C State Q Federal ^Independent

7. Is an index system used? (If yes explain lirii-fly .mil
deiicrihe any hardware/software.)
Q Yes JlNo

IS. Kccommcnded Retention

5 YEARS

9. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 4 1 0 - 2 6 3 - 7 9 5 2 21. Date
H AVPDATA KKC



Instructions - Prepare a .separate form
for each new or revised record .series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF IL

1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

DEFINITION - RECORD SERIES -A.«i:Dup of related records normally filed :nid used as a unit lor reference as well as retention and
disposition purposes.

4. Record Series Title

Accounting Records

5. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types of iiifonnation/documents/foniis found in the series. Include the purpose or function
of the series.

Copies of W-2's

7. Record Scries Format(s)

CLLetter Size • Micro Film
Q Legal Size O Computer Tape
a Bound Book a Floppy Disk
a Audio Tape • Video Tape
a Other (Specify)

8. Record Series Sequence

^^Alphabetical

Q Numerical

^Chronological

Q Geographical

Q Other (Specify)

Volume

KLFile Drawer(s)
a Microfilm Reel(s)_
Q Computer Tape(s)_
D Other (Specify)

Number

II). Annual Accumulation

ile Dratteris)
Number

• Microfilm Reel(s)_
• Computer Tape(s)_
a Other (Specify)

11. File is Used

DSLDailv Q Weekly Q Monthly

12. File Becomes Inactive After

,J O Montb(s)
Number

13. Current Location(.s) (Bldu. Floor. Room)
CURRENT - FINANCE DEPT,ROOM 101
PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)

• Yes

15. Access Restrictions • Yes
(If yes. cite law(s) & regulations)

UNo 16. Audit Requirements

a None CState D Federal ^Independent

17. Is an index system used? (If yes explain brk-llv ;mil
dexcrihe any hardware/sol'nvare.)
a Yes

IS. Ueconuneniied Retention

5 YEARS

9. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 410-263-7952 21. Date QQ/1 y/Qfi



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

DEFINITION • RECORD SERIES -Ajiroup of reluteii records uorniuilv filed and used us u unit for reference us well us retention and
disposition purposes.

4. Record Series Title
Accounting Records

5. Earliest Year/Latest Year
to

6. Record Series Description (Brielly describe the types of iiifomuition/docunicnts/forms found in the series. Include the purpose or function
of the series.

Cancelled Checks

7. Record Scries Format(s)

a Letter Size • Micro Film
G Legal Size Q Computer Tape
Q Bound Book a Floppy Disk
a Audio Tape • Video Tape
rf Other(Snecifv) 3 V * . * ' a . "

8. Record Series Sequence

a Alphabetical

^Numerical

X.Chronoio!>icai

• Geographical

G Other (Specify)

9. Volume

JSiFilc Drawen*)

Number

G Microfilm Rcei(s)_
G Computer Tape(s)_
G Other (Specify)

10. Annual Accumulation

Number
& File D rawer! s)
a Microfilm Reel(s)_
G Computer Tape(s)_
G Other (Specify)

11. File is Used

M Daily a Weekly a Monthly

12. File Becomes Inactive After

3 Q Month(s)
Number

XY i : : l r (< t )

13. Current Location! s) (BIili;. Floor. Room)
CURRENT - FINANCE DEPT,ROOM 101
PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere?
(If yes. specify office)

a Yes

15. Access Restrictions • Yes
(If yes, cite law(s) & regulations)

A No 16. Auiiit Requirements

a None a State O Federal X Independent

17. Is an index system used? (IFyes explain iriefly :iiul
describe any hardware/software.)
a Yes 51 No

IS. Recommended Retention

3 YEARS

19. Name and Title of Prcparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 4 1 0 - 2 6 3 - 7 9 5 2 21. Date nQ/1 1 /Qfi



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF lio
1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

DEFINITION - RECORD SERIES - A »roup of related records nornisillv filed ;in<J used us u unit lor reference as well us retention and
disposition purposes.

4. Record Series Title
Accounting Records

5. Earliest Year/Latest Year
/

6. Record Series Description (Biielly describe the types of iiifonnatiun/ducunicnts/fomis found in the series. Include the purpose or function
of the series.

Time S h e e t s

7. Record Scries Format(s)

• Letter Size • Micro Film
Q Legal Size • Computer Tape
G Bound Book Q Floppy Disk
a Audio Tape O Video Tape
ROther (Specify) 3£ ,"<.«k"

8. Record Series Sequence

{^Alphabetical

a Numerical

^Chronological

C Geographical

• Other (Specify)

9. Volume

BLFilc Dra>ver(s)_

Number

a Microfilm Reel(»)_
D Computer Tape(s)_
a Other (Specify)

II). Annual Accumulation

Drawers)
D Microfilm Reel(s)_
• Computer Tape(s)_
Q Other (Specify)

11. File is Used

K Daiiv a Weeklv a Monthly

12. File Becomes Inactive After

Jj a Month(s)
Number

13. Current Location(s) (Bldu. Floor. Room)
CURRENT - FINANCE DEPT,ROOM 101
PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere'.'
(If yes. specify office)
XNn a Yes

15. Access Restrictions a Yes
(If yes. cite law(s) & regulations)

16. Audit Requirements

Q None Q State •Federal {^Independent

17. Is an index system used'.' (If yes explain briefly .mil
describe any hardware/software.)
Q Yes K.No

IN. Recommended Retention

3 YEARS

19. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 4 1 0 - 2 6 3 - 7 9 5 2 21. Date OQ/1 1
M AVPDATA KEr.'ORCiS'.FlJKM INV



Instructions - Prepare a .separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE / 5 " OF IL?

1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

DEFINITION • RECORD SERIES - A jiroup of related records normally tiled and used us a unit for reference as well as retention and
disposition purposes.

4. Record Series Title
Accounting Records

5. Earliest Year/Latest Year
to

11

6. Record Series Description (Brielly describe the types of iiifnmiution/docunients/forms found in the series. Include the purpose or function
of the series.

Purchase Order Copies

7. Record Scries Format(s)

14Letter Size
• Legal Size
D Bound Book
a Audio Tape

• Micro Film
a Computer Tape
• Floppy Disk
D Video Tape

a Other (Specify)

8. Record Series Sequence

• Alphabetical

^Numerical

^Chronological

C Geographical

O Other (Specify)

9. Volume

JtFilc Drawers)

Number

O Microfilm Reel(s)_
Q Computer Tape(s)_
Q Other (Specify)

10. Annual Accumulation

51 File Drawer(s)
a Microfilm Reel(s)_
a Computer Tapc(s)_
Q Other (Specify)

Number
I

11. File is Used

KDailv a WeeUlv a Monthly

12. File Becomes Inactive After

Jj • Month(.s)
Number

13. Current Location(s) (Bld«. Floor. Room)
•CURRENT - FINANCE DEPT,R00M 101
PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere?
(If vex. specify office)
K.N.. Q Yes

15. Access Restrictions O Yes
(If yes. cite law(s) >& regulations)

No 1(>. Audit Requirements

Q None a State a Federal X Independent

17. Is an index system used'.' (If yes explain briefly and
dexcribe any hardware/software.)
a Yes

I.S. Recommended Retention

3 YEARS

19. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

u20. Telephone Number 410-263-7952 21. Date 09/11/96
WPDATA r*.hf."URr.'S"'r(JKM INV



Instructions - Prepare a .separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE I la OF \b?

1. Department

FINANCE

2. Division

ACCOUNTING

3. Unit

DEFINITION • RECORD SERIES -A »ruup of related reeoixi.s normally tiled and used as u unit for reference as well us retention and
disposition purposes.

4. Record Series Title
Accounting Records

5. Earliest Year/Latest Year
n^H to

6. Record Series Description (Brielly describe the types of infunnation/'docunieiits/fomis found in the series. Include the purpose or function
of the series.

Utility Billing Records (Water, Sewer, Refuse)

7. Record Scries Format(s)

H Letter Size • Micro Film
KLegai Size • Computer Tape
a Bound Book a Floppy Disk
a Audio Tape Q Video Tape
Q Other (Specify)

8. Record Scries Sequence

• Alphabetical

^Numerical

K Chronological

C Geographical

a Other (Specify)

9. Volume

Number

SLFile Drawees) / o
a Microfilm Reel(s)_
Q Computer Tape(s)_
Q Other (Specify)

10. Annual Accumulation

Number
JXFile D rawer) s)
Q Microfilm Recl(s)_
Q Computer Tapc(s)_
a Other (Specify)

11. File is Used

KDailv Q Wecklv a Monthly

12. File Becomes Inactive After

^J • Month(s)
Number

13. Current Location!s) (Blil«. Floor, Room)
CURRENT - FINANCE DEPT,R00M 101
PRIOR - BASEMENT STORAGE AREA

14. Is Record Series Duplicated Elsewhere?
(If yes. specify office)

Q Yes

15. Access Restrictions a Yes
(If yes. cite law(.s) <& regulations)

A No 16. Audit Requirements

a None a State Q Federal ((Independent

17. Is an index system used'.' (If yes explain briefly and
dexcribe any hardware/software.)
Q Yes

IS. Kucommvnded Retention

3 YEARS

19. Name and Title of Preparer TIMOTHY ELLIOTT ASSISTANT DIRECTOR FOR ACCOUNTING

20. Telephone Number 4 1 0 - 2 6 3 - 7 9 5 2 21. Date 09/ll/96_
'I AVPDATA J'.E'VUIUiS'.FOKM INV


